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Office of Operations 


I* Attached aie t 

a* He vised statement of junctions approved for the Foreign 
Documents Branch of year office, dr’ oh rescinds all previous 
statements is conflict therewith. 

b. Isport by the Chief, laaajonent Branch, AM, covering the 
recent aaragMont survey of the Foreign Documents Srnich. 

2, Tim management survey report Is famished for use and guidance 
in connection with further development of your foreign Bocusmnfes Branch 
and in coordinating its activities with other activities and agencies 
in the interests of inproving operations and production. 

3. Implementing action has been taken in connection with can.} rap.n 
E, Section HI, of the survey report, 

for re director up cssraus L i:jy:.llic KC?* 
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Captain, U.S.W, 

»:» entire Director 

2 Inols. 

1. Statement of functions 

2. Survey report 

ees AasU Director for Reports and Istliaates 

Aast. Director fear Collection and Dissemination 
Executive for Administration and ianagsmont 
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i. mrosi 

I wmj iu mto h7 tl w lanaae-aent french, AdninlstrafcioB and 4»&i*e- 
«»st. to swell* the into rail sahagweat of the Foreign fo***»t* Branch* 
la accordance with the request of the Wree^oontilnodla 

m&msewMm, to tbe Assistant Director for Operations, dated 6 February 
sub>ct, •Fersomel torwmsr, Foreign Boenaoati «««»*»." *** at * rw * wo 
Initiated on 29 fbbreary am! was mmpU ted 9 «a?efc 1SU5* 

n# riWPIBO^ ABB COSCLESIPfP 

km Qsesml 

yu internal aauajaaont of Foroixp Boesasnta Branch, with the p©** 1 - 
* that it has, is generally both sound and effective. 

B. Fsnotltma 

1* Sonera! written direst less eonetitate the authority for 
pcessnt fanctlone. (See fab A*) 

f • Foreign Bocoacats Branch functions haw* been consolidated 
Into a pr o pose d functional statement* (Sss Tab 9.) 


1* The t o *» 1 « of organisation of FSB provides far | | aosi- 
tiffi n* Da int ernal organisation of the Branch is shoarrs 
6. 

f* It is the opinion of FBB and the surrey teas that the er- 
gjuxisaiional structure is adequate for the perforaatws of the 
functions ef ths Braneh. 

D. ler wiiwl 

faranmr - t he rate of personnel tar noser in 
mw ju to a ' # ?S*w ^feattaad by factors beyond FOB soatrtti* 

seer amt 

*m. QtuuMdaasa 

*• sSSjSSSl 

(1) Them ie a shsrtaf* of steaogrsiJhars, **P U }**\ 

tmaslatera-an^ teaeeFahs*** FBB pereeanal ceiling la | 
■Mia oialyl | person* are on doty* lb pwounel * ttsngth is 

appatp±sate2y I Ipsr sent holes selling* 
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(1) The fer a opcsl Branch, AdBiniatration and iaa a a e- 
sest, is aatkiBg every effort to reeruit necessary perece- 
Bsl. 

b. Aeelggeentg 

{%) Sees mplo) m» an psrfsadsg duties la addition 
to or entirely different fh* tooee covered bgr their Job 
dss e rt ptlcBS, la addition, aaplgyaeg work overtime either 
vtiUsterlljr or by request* These assignant or sdsassign- 
nents srs Mds in ordsr to moot workload, (Sts Tab D.) 

(2) Item possible. rm is correcting aisassignaeabs 
by foo— Hiding official transfers of eaplcysss to tbs 
positions shith duties they am perfoanslng, Owertiae work 
«U1 bs aindUdsad when additional personnel is obtained 
and will bs eliminated when fall strength is reached, 

«• Morale 

(1) tbs morals of easployssa is adversely affected by 
various fas tors. (Set fab £.) 

(2) Foreign Documents Branch perioditally has social 
gatherings which tend to improve morale* Tha class! fioa- 
Met survey being made stay improve Morale by possible 
Mssyi in classification grades, 

2* T or> T*i*gB 3aaIlfleatioos Indc T 

* 

a* Foreign DeesaM&te ^aneh is indexing the lengsage 
qualifications of its personnel, 

b« lb Ties of the lasgstagB skills required for operations 
«f the Branch* this is a sound eaaagsaent practice, ?fe®«vcr, 
tbs qualifications file should bs only cuppleesataiy to an 
sgSaeaMsids qualifications Index being established by the ?©r- 

eesnel Branch, AM, 

S. last Program 

1, Duplication of f ranslations 

a* Exsslleat efforts are being mads by FSB to avoid dupli- 
cate translating of forelgn -1 a n ga ag s document* by the Central 
Intelligence Agency and Intelligence Advisory Cosaaittoe ayso- 
sdes. Through authorized liaison, IT®* 

(1) Suggests that IA0 agencies before translating in- 
formation -check CXI listings to determine if iaf creation 
desired has beer translated aed to check farther with FD® 
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(2) 3ug.j»ate that IAC agencies identify their trans- 
lations tqr original author and title. 

(3) Sanpete that other government agencies aotlftr 
(HA of translations aad a bgr thea which eagr be of irtelli- 
gem mini. 

(M Encourages private organisations such as the 
Soever library, ate., to send copies of tranelatlo&s to 
CIA. 

b. Foreign Documents Branch suggests that intelligence In- 
formative translations made by CIA, IAC, aad ether organisa- 
tion* be obtained and listed by CM, sot* such lists be disaeai- 
asted to avoid any possible duplicating In translating. For- 
eign Ooeaoeats Branch, Before non Center, aad l ana p sent Bract eh 
ate cCoperatlwely working on this suggestion to determine the 
beet method of aaeoaspHsiammt. 

o. Foreign Doonsaonta Breach, Ha fere nee Center, and Manage- 
■•at Branch a re eaasdnlng the feeeibillty of allocating trans- 
lating responsibilities to CIA aad IAC agencies which would 
eeofiae major translating efforts to the various intelligence 
agencies to specific fields and thereby eliminate much unneces- 
sary duplication. 

d. Foreign Beenmeute Branch is encouraged to conUnes its 
activities in avoiding duplicate translating efforts is govern— 
meat. 


2 . 


Warklead in screening 
a. Cantered Oeraaa Documents 


(1) Folanei 



Chi hand to be screened, June 1917 %/ 
Screened 

Balance to be screened, March 1923 

230.000 

200.000 

30,000 

Steel 1 ved since June I?l7 

Screened 

Balance to be aosweaed, March 1923 

270.000 

200.000 

70,000 

Total documents to be eemened, March 1923 

lOOuOOQ 

SASNHIHHMMS 

Average new receipts per month 

20,000 



1/ Bate IBi, ti!A assumed activity 
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(2) A determination :»i been aid* through, an initial 
rough-screening that th* KX>,000 documents on hand contain 
intelligence information. A finm-ecreening operation will 
b* perforated to suteaar! se specific intelligence informa- 
tion onto intelligence catalog card*. To screen tte docu- 
ments new on hard *111 require *<erl&ng effort as follcwsi 

100,000 doct aaenta a lj,0QQ man-days 

J5 "dooibienw llfm-sc*^nS<I 
per aan-d *y 

U.000 man-days * 16* ssaa-years 

Slid iorkin Tnya per year 

(3) With the masher of Ft® personnel presently work- 
ing on screening, tie • eriod of tine required is* 

16 oan-geara - h years 

hi employees preseniSy 8&* 

gaged in ?09 operation 

(it) Additional working: effort will be required to 
both rough- and fine-ccresn approximately 20,000 documents 
being received each month. 

b. Captured Japanese Documents 

( 1) Volume t 

On hand to be screened, December 19it6£/ 

Screened and disponed oft 

To Batters*! Archives 600,000 

To Library of Congress 126,060 

To Department of Comae reo 12,000 

Fine-screened and retained bgr CIA 63.000 

Balance to be screened, 'iarch 

(2) Sight FI® employees are assigned to screening of 
captured Japanese docoterrts. A determination *111 bo made 
whether the 300,000 documents on hand ha/e intelligence in- 
formation. FBB states that with prweently assigned person- 
nel a rough-screening operation will bo completed and doc- 
uments of no intelligence value will be transferred out of 
CIA by 1 Ally 361*8. The remaining documents *111 have to 
be fine-screened to identify and ate tract specific intsl- 


1,000,000 


700,000 

300,000 


5nro , '^ , wra»d ,, Sctivi^ — 
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lijaano® InforeatloR. 

e* A plan of operation is needed by FDS to pera&t the *x- 
peditious screening and exploiting of captured documents so 
that the inf creation can fe* garde available and utilised as 
currently as possible. 

3. Coordination in Screenin g 

a. At the present tine adequate coordination is lacking 
beteaan CIA and t be Department of the Arsy in the overseas se- 
lection of captured Gesraan documents for latallipuas exploita- 
tion. Aa a result* the shipment of -sary doetnsnts of no intel- 
ligence value has caused a oaeldsc in screening that win re- 
quire a period of jeers for HU to alias note. This backlog Is 
ecotinoaily increasing due to the receipt of appraxteaUly 
20*000 documents per month. 

b. it is apparent that a need exists for a mil integrated 
program for the overseas selection or rejection of dootaasiits* 
Such a program would t 

(1) liiBiaixe the rmOmr of worthless documents Shipped 
to this country fur Intelligence exploitation. 

(2) Seduce the overall length of time required to coa- 
plete the screening md exploiting of captured Caraan Joca- 

aents. 

(3) Pswdt personnel who are now screening and exploit- 
ing these documents to perform «oro current operations* 

(U) Seduce the overall eost of the project. 
km Exploitation and Svalnation 

a. Operations of Present rrograsa 

(1) Foreign Doausonts Branch dilisas sgatiaataa of In- 
telligence Tarsi t Fotantial* developed b.- the Office of Re- 
ports and Estimates as Its primary requirements and prior- 
ity guide far operations. FD8 states that It receives ade- 
qaate requirements and priorities bp area and subject for 
guidance. 

(2) Foreign Documents Branch prepares Intelligence 
Catalog Cards for captured Osman deenasate that ha vs in- 
telligence value. The as cards are disacaijaated through 
the Office of Collection and Dissemination to the So far- 
enoe Center and to £AC agencies. 
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captured foreign docnaents, current foreign periodicals 
and the foreign press art prepared pursuant to established 
requirements and priori ties and arc disseminated throu# 
OCD. 


(b) Only ID per cent of the abstracts from current 
periodicals prompt eellsctian directives for further ex- 
ploitation* Other collection directives requesting Infer- 
nation by subject, area or title are wcelwi and ful- 
filled. 

( 5} Sequence of exploiting and translating information 
specifically recreated la data rained by oCO after discus- 
sion with FOB as to the document content. 

(6) All exploi tailors and translations, with the ex- 
ception of those for the Office of Special Operations 
where security require a, are at present prepared as the re- 
sult of collection directives or Informal 0C3 direction. 


{7} ftequeatere furnish tie OCD evaluations shoeing 
Util ness and adequacy of service. OUT dote mints the 
value in relation to national intelligence of the transla- 
tions or intellieer.ee Inf Croatian fbrnished. 

b. Analyeie of : resent S rograa 

(1) The lnte Hi fence analysts in CIA and the 1 40 agen- 
do# are presently responsible t (a) for requesting for- 
eigs docuusntary information on a gives subject or ar«f| 

(b) for identifying i;tU lllgenoe data requiring transla- 
tioa through study of abstracts prepared by FDS. 

(2) PrwpsreUoa and diesel nation of latelli.^noc 
Catsieg Cards for captured Oeraan docuaenta and abstracts 
for periodicals and press is duplication of tee explolta- 
tioa process if rsaeardaro subseqa© ntly require It 31 
translations of aaterid abstracted. 

(3) Before intolli^noe analysts receive sign! f leant 
intelligence inf creation e?>nt aired in fore lga-laagp age 
dot— an Is, la a report fom, reveral questionable tlae- 
O OBWdag operations oocurg via., IfateHifeace Catalog 
Cards which list intelHfenos lafematlon contained in Oer- 
aaa documents are prepared by FDD end disseminated by XBj 
abstracts which suaaarire into 111 panes information of high 
priority from other material are prepared by FDS and dis- 
seminated by OCDj analysis In Intelligence agencies re- 
view Intelligence Catalog; Cards and/or abstract# to d# terr- 
ains if further exploitation of information listed is seed- 
ed for their staff intelligence purposes; whan further ex- 
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ploitation is required, or whan translating or abstracting 
of a nca-abstracted document la reeded, requests arc sent 
to OCDt 0CD consults with FSB to ascertain the brooch •fork- 
load aod tbo importance of iho oonUnte of pertinent for- 
•igm-language documents! for the purpose of establishing 
priorities for exploiting and translating tasks; oC3 la- 
ssos collection directives to FIB; FSB exploits and pre- 
pares an appropriate Inf creation report j DCD disseminates 
this report* 

(it) Tbs present practice of CO da U mining sequence 
of translating into 111 renew Inforaatioa contained la for- 
eign documents is Inefficient* Only PDB baa facilities 
for knowing content of documents to be exploited and knows 
its present workload* it present, FOB mist furnish this 
Information to CCD before a priority date ruination can ba 
node* 


(5) ForeisT* Document* Branch Is unable to establish 
and to tagflsment a abort— term and long-range program for 
exploitation of documents because individual unrelated col- 
lection direct! ves do not permit a systematic production 
program. 

(6) It is difficult for an OKI e valuator to deter- 
mine tbs Intelligence significance of information trans- 
lated at the request of 1 1C agencies, for their staff Intel- 
lienee estimates* OR; evaluations of « jfestantiwe contact 
in FDB information reports which are prepared in reply to 
collection directives do not fairly re floe t FSB's effec- 
tiveness bs cause FDB has no reaponsslbili ty for determin- 
ing substantive content of information furnished* 

(7) The retruaster’s criticise furnished to OCJD of ade- 
quacy and timeliness of service does not take Into account 
the priority scheduling Inhere ot in FDB operations. 

e* Proposed Frograa 

(1) A pmgrem erifJLnally suggested by FDB should be 
considered* Under this progress* FOB would da si gnats a par- 
ties of Its staff to make, without specific collection di- 
rectives, exploitations and compilations of Intelligence 
materiel is both captured and current foreign-language 
documents* Such compilations would fall within recuire- 
aents sad priorities by area and stfejeet as developed by 
OSS* Aft example of such requirements and priorities it 
the "Estimates of Intelligence Target Potential* m de- 
veloped by Otf! • 3stab.li.Bhsd intellJLgjsnoe requirements 
which can be fulfilled by information contained in foreign* 
language documents would be satisfied by the compilations 

prepared and disseminated under bMa oregtaam. 
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(2) In addition to the pro gras far exploiting and pre- 
paring compilation® outlined abase, F8B would continue t 

(a) to prepare for disseisins tl on a lladted nm~ 
bar of abstracts of priority aatorlal which would not, 
because of -uorklosl, be include! In asrrenUy prepared 
ooaaptlatioui* 


(b) To fulfill collection di rootless which will 
include neqtissta for tranaiatla: serviesj however # It 
la anticipated that the number of collection dSreetiwae 
would ewenhtai 3 y bo reduced if all >iaara of this aate- 
rtal were inf cawed t3»fc FD8 was working on planned co- 
ordinated ssquirett-irtts and that translated aaterlal 
would aatoaaticaUy ba diesealaated* CoUseti n re- 
quests would bo reoeiwed by 8a f« rosea Cantor for deter- 
mination of the availability of aimed? translated and 
other English -league a sate rial, which say satisfy the 
request* 

(3) foreign Boeaeaate Branch would establish sequence 
of Individual translation tasks required to lap tear nt the 
total progr&n pirmiant to -istablisbed mqpi resent «nd pri- 
ority guides* 

(U) Intelligence Catalog Cards for captured tfenaan 
documents containing inte* 111 rpr ee i of bmatlon would con- 
tinue to be prepared by FOB ant disseminated* 

(5) Office of H* porta and Estimates would furnish to 
FOB evaluations of the Intelligence informtian contained 
in compilations to gelds FOB in the future selection and 
dsielopeeat of tnt Hi goose infomatioo to be Included in 
Bssgiilatlons* 

d* Advantages of r-ropoao d Progras 

(1) The ecupilatian prograx would permit a logical 
eethod of ahorV-ters and loag-rangs exploitation of decu- 
ssate osspared with the present method of juaplng free col- 
lection dirwotiwB te collection directive. 

(2) The compilation prospre* would provide m searcher*? 
in tsie inteUdgenae agencies, without request an their 
part, significant inb lligenes infomat ! or in a for® which 
would persdt immediate utilisation* 

(3) Intelligence indorsation by area and subject pres- 
ently requested thrown collection directives woaM to a 
large degree be aatoaatically furnished under tbs prop toed 
swpHa tisn proj'rwi and rould to sufficient to assrer es- 
tablished intelligence requiroasnts* Thia orogras would 
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finally result in a substantial reduction of collection di- 

motives. 

( It) Hsforei cm den ter receiving collection reqpssta 
vwld farther nSniaias tie mabar of collection directives 
referred to FDB* 

($) Be ccstpilatian program would pregressivaly re- 
duet the amber of sbetreats prepared 
ie euarrent in its er^dlting activities, eliadnate need 
for issuing abstracts* 

(6) Inclusion of the eoepilation program in FTB*s 
eerie plan weald accelerate redaction of backlog In «xploit» 
lng captured domsae&te. 

(7) The elicitation* traaclattng and dlaecairmtiw 
procedures presently employed would he substantially sia~ 
plifiad with c.seetfBsnt saving, in working tine and effort. 

(3) ORE eeileaticae of FISB compilations would reflect 
ID® effectlvenaoB in aelaetinf eaterial for oo ap dla tleos 
and would indicate where further guidance in sale otto* and 
priorities from OUT, la necessary. 

$♦ Abstract leperta 

a. PubUsbsd reports containing abstracts have italic** by 
title of the docment* frea which the abstract* were take®. 
There ie no ernes refbreaos free the ladioea to the abstracts, 
stoking It difficult aa*t tiro-sonsaelng for tU render to locate 
a particular mbs tract. 

b* Cross references are being added to the indiose of fb~ 
tare published abst-aot reports* 

6* Ss cords Disposition 

a. foreign Doeueents Ireneh circulates list* to its ei vi- 
sions for reviow and recants# rwJation as to the d ispos ition or 
retention of fbrciga-ltmgnsgs doesasnts to which CIA ban title. 
Lists of thoee docmsnts reaceswndsd for disposition are rent 
to Os&tral Nsoovds* 

b* Foreign Decree nta Pruned is in a position to re coons nd 
final disposition of fbrel go-language doeoasafcs to wblcti CIA 
has title without Sieving lists sufceitted to CAC agencies for 
their reeaesreociatlons os to disposition. 
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g. Work: Fad 11 tins 


1* S pooe 

a, 7 *b* epeee allotted to FSB is not being ad«i8*t*3j 
utilised doe print rl ly to the storage of unacreaned documents. 
t&mn. doeumnts not required far operations art removed* addi- 
tional spate Kill be available. 

b« Better utilisation of available space sill reeolt in e 
■ere seewsdeal work fleer, ft® la swans of Ibia prtela* and 
p lane to change tbs phys ic al location of organisational divi- 
sions span tbs transfer of doooMettts no loafer required. TO3 
states this obaniip should be cospletad prior to 1 -July 19W3. 

2. iSqulpssat 

a* Foreign Dnouasrts Branch is operating a ata#o.gr«ph sta- 
ted ns* Snder aaneka ©f 2J0 Hm 19U1 by the Eaoecutare ii- 
lector* duplicating eq dissent is FOB was ordered tram— 
ferred to Services Brante* MM, 


b. darrieea Branch was notified of the erieteaee of the 
s&aeograph naohine in and VOS tea agreed to taka 5 *«a di- 
tto aotion to tramfer the maehim to Services Brandi. 

3. Qcntral files 

a. gate division and/or section Maintains various types 
of card files white are related to the wwk of the particular 
seetion. Maintenance of the files requires the time of em- 
ployees in the operating divisions. 

b. f ilin g of tm cards motioned scows is a routine cleri- 
eal operation and should not- be perforated by skilled pirating 
perseoml. These sard files short ri be centralised in one loca- 
tion tears they ess be aaiatafned by ©as unit. Thus the tia* 
normally spent by epewatlng lersonnel on the activity wild be 
utilised to greater advmatsgp. Ft® agrees to centra'] iae fi3r»s 
iaoedistely to the aasdasm degree consistent with efficient 
operations. 


HI. aaenmendntiona 
A. Faantioaa 

fba proposed functional sta ©sent for iha ft reign Bocamat* Branch* 

00* attached as Tab B, be approved and that all previous functional 
statement* for the foreign Doouaenta Branch tog® the r «ith sections of 
other functional statements that are in conflict with the proposed 
statement for ft® be rescinded. 
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B. forsoaoel Turnover 

Foreign Bocaaents Branch and the fersonnel Branch* A&&* continue 
to take positive action to ucqulre and to retain qualified personnel* 

C* Btplication of Trarailatlana 

1, Foreign Boeuaeata Branch through authorised liaison contin- 
ue its efforts to avoid duplicate translating of forelga-langeagi 
docunents within CIA and tiC by su gg estions and rtcennendst lone to 
intelligence age notes and ether or gani tailors as tot forth in para- 
graph II*R*la shove* 

2* list® of translations of iatelli genre inf creation cade by 
Clip IAC and other agencies te .prepared and dl a set dnated in aeeord- 
a mm with an approved progress developed jointly by the Foreign 
Domaeents Branch* taferenee Center* and daongaeant trench* 

%, The project of exploring the feasibility of allocating 
auajer translation respaneibili tine to CIA and IAC agencies being 
conducting jointly by FD8* Bafsreaoe Center and jSSanageaent Branch 
he maple ted and reconnendatio >$ bo submitted for appropriate ac- 
tion as eeoc as peseifclo* 

B* Workload in Screening 

Foreign Docaaente Brandi develop end isploa&at a plan fas- the ac- 
celeration of seraeidng captured djouaents* This plan trill provide 
for monthly production quotas* peraorsaal assignments* and tar got dates 
for ooaplstion of screening deecneats mow on hand* 

K* Coordination in gegwgdjgg 

the Iaterdeparteeatel Coordinating end Planning Staff be ruled to 
spearhead eat integrated pregran for tlaa mneas selection of ceptwad 
Oereaut deetaaeats of Intell&p&ee value to alniaH.ee the fixate r of worth- 
less captured Ocr&an drxaaaant* sidled to tile country for late XHge race 
exploitation. 

F* Exploitation end Evaluation 

the proposed pregree aa outlined in paragraph II ,1 ,lt,c of U i* re- 
port be approved and put into effect* 

0* Bevies 

the lienagrasnt Branch* Mi* amim a general foilovMjp review of the 
organization and ope rati ora of the F reign Docuaente Branch within six 
aonthe fro® date of this report. 


#**##*# 
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